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Questions During Presentation

• We will batch online 
questions and answer them 
throughout the webinar

• A complete Q & A list will be 
posted to the Minnesota 
Housing website when 
training is completed

• All presentation materials 
from Minnesota Housing are 
posted on our website at:

http://www.mnhousing.gov/resources/training/sf-assistance/MHFA_009091.aspx



Today’s Speakers

• Minnesota Housing

» Laurie Kramka

» Matt Dieveney

• Minnesota Home 
Ownership Center

» Debbie Wuerffel
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NFMC Counseling Program
Agenda

• NFMC Program 
Requirements

» NFMC Program 
Background

» Client File 
Requirements

» Other Program 
Requirements



NFMC Counseling Program



What Is The NFMC Program?

• National Foreclosure 
Mitigation Counseling 
Program

» Established and funded in 
response to the nationwide 
foreclosure crisis

» An appropriation by the US 
Congress to NeighborWorks® 
America (NeighborWorks®)



How Is NFMC Funding Distributed?

22 Sub-grantees



NFMC Program Funds
Awarded to Minnesota Housing

• $13,842,418.50
Between 
Rounds 
1 and 5

• $3,008,947.50Round 5



NFMC Program Funds Received

• To Date

» 3rd highest level of NFMC Program funding 
among Housing Finance Agencies

• Round 5

» 4th highest level of Program funding in the 
Country

» Within < $200,000 of the Country’s highest 
funding recipient (California HFA)



NFMC Program Fund Received
CONGRATULATIONS

• Funding reflects 
NeighborWork’s confidence in 
this Network’s ability to deliver 
quality foreclosure prevention 
counseling services

• We plan to retain their 
confidence by also ensuring 
that our network meets all 
NFMC Program compliance 
requirements



NFMC Program Requirements
Client File Requirements



NFMC Counseling Program
Client File Requirements

• Client Intake

• Client Authorization / 
Disclosure Form

• Privacy Policy

• Client Budget & 
Verification

• Action Plan

• Written Documentation

• Close-Out Documentation



NFMC Program Requirements
Client Intake Form

• Please be sure to fully 
complete your intake form

• Whenever possible, and if 
applicable, obtain a copy 
of the original loan 
documents 
(note/mortgage)



NFMC Program Requirements
Client Authorization / Disclosure Form

• Collect a signed authorization form from the client 
or have other legally-permissible client 
authorization on record

• Form allows organizations to:

» Submit client-level information to data collection system

» Open files to be reviewed for program monitoring and 
compliance

» Conduct follow-up with client related to program 
evaluation

• Form discloses services provided and financial 
relationships with other industry partners



NFMC Program Requirements
Privacy Policy

• Allow client access to your 
privacy policy statement

• Document client’s receipt of 
the privacy statement



NFMC Program Requirements
Authorization & Disclosure / Privacy Policy

• Use forms provided on 
Minnesota Housing’s Website

» Face to face sessions
▪ Clients sign

» Non-Face to face
▪ Client authorizes verbally

▪ Counselor signs

• See Procedural Manual for 
specific requirements



NFMC Program Requirements
Authorization & Disclosure



NFMC Program Requirements
Privacy Policy



• The Organization must 
develop a budget for the 
client based on client’s 
ORAL representation of 
all three of the following:

» Expenses

» Debt

» Available Sources of 
Income

Client Budget / Budget Verification
Level 1 - Budget Related Requirements



Client Budget / Budget Verification
Level 2 - Budget Related Requirements

• Budget verification

• Counselor reviews and 
maintains documented 
evidence provided by the 
client to establish:

» True debt obligations

» Monthly expenses and 
spending patterns

» Available sources of 
income



Client Budget / Budget Verification
Budget Related Requirements

• Budget Verification 
Includes Reviewing:

» Pay Stubs and other Income 
Statements

» Credit Report

» Monthly Bills

» Bank Statements

» Tax Returns

• A Credit Report alone is 
NEVER sufficient to verify 
the budget!



Client Budget / Budget Verification

• If information 
changes when 
budget is verified, 
update the budget 
page



NFMC Program Requirements  
National Standards – Action Plan Content

• Use the Action Plan template form provided 
on Minnesota Housing’s Website – New  
Requirement that meets National Standards

• The form must be complete to be accepted 
during compliance monitoring activities

• Issue within 24 hours of counseling 
appointment



NFMC Program Requirements  
National Standards – Action Plan Content



NFMC Counseling Program
Documentation



NFMC Program Requirements 
Documentation – Level 1

• Counselor determines and document client’s 
eligibility status for:

» Making Home Affordable Program refinance or 
modification

» FHA-HAMP partial claim and loan modification

• All client files include proof of assessment:

» Complete MHA Program Eligibility Checklist found on 
Minnesota Housing’s Website

» Note ratio determinations, and how they were used in 
the counseling decision process



NFMC Program Requirements 
Documentation – Level 1



NFMC Program Requirements 
Documentation of Steps Taken– Level 2

• In counselor notes, record the date (or dates) 
counseling actions occurred

• Discuss the actions taken – such as:

▪ Drafted/submitted Servicer Hardship Letter

▪ Contacted servicer or lender

▪ Completed/submitted forms to servicer

▪ Completed/submitted application for local 
resources

▪ Assisted in situation where client elects to 
pursue sale options

• Include in file copies of supporting documents



NFMC Program Requirements 
Close-Out Documentation – Level 2

New Requirement:  Use 
“Close Out 
Documentation Form” 
found on Minnesota 
Housing’s Website



NFMC Program Requirements 
Close-Out Documentation – Level 2

Case Close-Out:  

» Also place copies of 
supporting items in file 
that document the 
reported outcome(s)

» For example, provide a 
copy of the Loan 
Modification client 
received



NFMC Program Requirements
Level 4a and 4b Requirements

• Level 4a and 4b refers to the provision of 
counseling services to clients who have 
received trial loan modifications through the 
Making Home Affordable Program

http://www.makinghomeaffordable.gov/index.html


NFMC Program Requirements
Level 4a and 4b Requirements

• The counseling process is well prescribed under 
the Making Home Affordable Program website

» www.makinghomeaffordable.gov

• In order to provide LEVEL 4 counseling services, 
you need proof of LEGITIMATE referral from a 
Servicer

http://www.makinghomeaffordable.gov/
http://www.makinghomeaffordable.gov/index.html


NFMC Program Requirements
Level 4a and 4b Budget Related Requirements

LEGITIMATE REFERRAL:

• If there is no letter, or letter does not identify 

debt-to-income ratio, counselor must first try to 

confirm the reason for referral from the servicer 

(DOCUMENT EFFORT TO CONFIRM THE 

REASON!)

• If reason for referral cannot be obtained, the 

Counselor may calculate the ratio.

• Serve client ONLY IF ratio is 55% OR GREATER



NFMC Program Requirements 
Written Documentation – Level 4a

To bill for Level 4a,

Client File must include:

Proof of 
legitimate 

referral

Authorization 
form

VERIFIED
budget at 

intake
Action Plan

Date of 
follow-up 
meeting



NFMC Program Requirements 
Written Documentation – Level 4b

To bill for Level 4b,

Client File must include:

Verified 
budget at 

time of 2nd

appointment

Documented 
DTI Ratio at 
time of 2nd

appointment

Documentation 
of Client’s ability 
to follow crisis 
budget and/or 

long-term budget 
and progress 
against the 
Action Plan 

developed during 
1st appointment

Documentation 
demonstrating 

that client’s 
payment on 

modified loan 
is current



NFMC Program Requirements
Level 4b - Written Documentation Requirements

• Refer to NFMC Procedural 
Manual for detailed 
instructions on all Level 4 
sessions



NFMC Counseling Program
NFMC Client File Requirements

• When closing out a 
client file:

• ALWAYS complete the 
file checklist found on 
Minnesota Housing’s 
website

• Only place checkmarks 
(in the checklist) next to 
completed items



NFMC Counseling Program
Client File Checklist



NFMC Counseling Program
Other Major Program Requirements



NFMC Counseling Program
NFMC Round 5 Forms and Manual

• Use only NFMC Program 
forms with a date of August 
1, 2011 – all others are 
outdated

• Reference the updated 
NFMC Program Manual –
dated August, 2011 – on 
the Minnesota Housing 
Website



NFMC Counseling Program
Budgeting and Tracking - NFMC Funds

• Budget and track NFMC funds and expenditures 
separately from other agency funds

• Use NFMC Round 5 funds only to fund your 
Foreclosure Counseling Program and related 
expenses

• Interest earned on NFMC funds –document use 
in Foreclosure Counseling Programs

• Be prepared to provide documentation of NFMC 
Program- related expenditures



NFMC Counseling Program
Budgeting and Tracking - NFMC Funds



NFMC Counseling Program
Program Related Support Funds (PRS)

• Budget and track NFMC PRS funds separately 
from NFMC Counseling funds

• PRS funds are NOT administrative dollars

• PRS Funds are intended to support DIRECT 
costs associated with increased efficiency and 
effectiveness in counseling



NFMC Counseling Program
Program Related Support Funds (PRS)

• Examples of eligible uses of PRS funds include:

» Outreach to delinquent Clients

» Implementing the Center’s Triage System

» Hiring, orienting and training new Counselors

» Leasing or purchasing equipment and software for 
counselors

» Collecting data and preparing reports

• See NFMC Procedural Manual for more detail



NFMC Counseling Program
OMB Circulars

• Single Audit Requirements:   OMB Circular A-
133:  pertains to agencies spending > 
$500,000 in federal awards during fiscal year 
(not just NFMC)

• Consistent Administration of Grants:  OMB 
Circular A-110 for non-profits; OMB Circular A-
102 for governmental entities

• Cost principles for Grants:  OMB Circular A-122 
for non-profits; OMB Circular A-87 for 
governmental entities



NFMC Counseling Program
Protection & Disposal – Client’s Information

Memo Dated August 2, 2010

• National Industry Standards

» Files in secured file cabinets and/or electronically 
in secure data system

» File disposed via shredding – electronic copies 
deleted

• HUD Housing Counseling Standards

» 24 CFR Part 214.  Recordkeeping, reporting, and 
client information requirements



NFMC Counseling Program
Protection & Disposal – Client’s Information

• Gramm-Leach-Bliley Act

» Safeguard Rule (16 CFR Part 314)

▪ Develop written security plan describing 
program to protect client information

» Disposal Rule (16 CFR part 682)

▪ Requires disposal practices to prevent 
unauthorized access to client information

• MN Government Data Practices Act

» Chapter 13 – Minnesota Statutes



NFMC Counseling Program
Protection & Disposal – Client’s Information

• Gramm-Leach-Bliley Act - Safeguard Rule (16 
CFR Part 314) – Written Security Plan

» One or more employee designated to coordinate 
information security program

» Identifies and assesses the risks to customer 
information in each relevant area of the company’s 
operation, and evaluates the effectiveness of the 
current safeguards for controlling these risks

» Designs and implements a safeguards program, and 
regularly monitors and tests it



NFMC Counseling Program
Protection & Disposal – Client’s Information

• Gramm-Leach-Bliley Act - Safeguard Rule (16 
CFR Part 314) – Written Security Plan, Cont…

» Includes mechanism for selecting service providers 
that can maintain appropriate safeguards, making 
sure contract requires them to maintain safeguards, 
and oversee their handling of customer information

» Includes provisions for evaluating and adjusting the 
program in light of relevant circumstances, 
including changes in the firm’s business or 
operations, or the results  of security testing and 
monitoring



NFMC Counseling Program
National Industry Standards

• On the Job Training Program – New Counselors

» Agencies must have a Written 90 day On-The-Job 
Training / Coaching / Mentoring Program for new 
Foreclosure Prevention Counselors

• Client Satisfaction Survey

» Agencies must complete client satisfaction surveys 
of all NFMC households

» Agencies must be able to demonstrate their process 
and survey tool used for surveying households



NFMC Counseling Program
HUD Housing Counseling Standards

• Know the HUD’s Housing 
Counseling Standards

» 24 CFR Part 214 Housing 
Counseling Program

▪ Final Rule -§214.103

• NFMC Grant Agreement 
certifies that you meet or 
exceed these requirements



NFMC Counseling Program
Record Retention Policy

• Retain all records pertinent to the NFMC 
Program for a period of six (6) years. 

• If litigation, claim or audit started before 
expiration of the six (6) year period, retain 
applicable records until resolved and final 
action taken.

• Retain records for real property and equipment 
acquired with the NFMC Grant funds three (3) 
years after final disposition.

• Reflect requirement in Record Retention Policy



NFMC Counseling Program
Accomodations for Persons with Disabilities

• The facilities in which you provide 
in-person counseling services 
must be accessible to persons 
with disabilities.

• Applicable requirements found in 
NFMC Program Grant Agreement 
and in HUD’s Housing Counseling 
Program Final Rule 24 CFR Part 
214

• Be prepared to demonstrate 
accessibility for compliance 
monitoring purposes



NFMC Counseling Program
Availability of Translation Services

• If you do not offer translation services, you 
must provide an MOU or other written 
documentation to Minnesota Housing detailing 
a relationship with a translation agency

• Refer client to another Minnesota Home 
Ownership Center (MNHOC) Network Agency 
for these services when possible

• Translation services are an eligible use of PRS 
funds



NFMC Counseling Program
Oversight Plan

• Minnesota Housing was required under NFMC 

Round 5 to submit a Plan to NeighborWorks for 

overseeing sub-grantees

• Sub-grantees must submit to Minnesota 

Housing a plan for overseeing NFMC-funded 

activities and staff members



NFMC Counseling Program
Narrative Reports

• Narrative Reports are now due to the Center on 
a quarterly basis (instead of monthly)

• Due on or before the fifth (5th) day of the month 
following the quarter end

• If the 5th falls on a Sat/Sun submit report on 
the following Monday

• Visit HOC’s website for current narrative report 
document



NFMC Counseling Program
Program Resources

• Minnesota Housing and Minnesota Home 
Ownership Center

• NFMC Round 5 Program Procedural Manual

• NFMC Round 5 Final Funding Announcement

• National Industry Standards for Foreclosure 
Prevention Counseling

• HUD Housing Counseling Standards

• NFMC Round 5 Grant Agreement



NFMC Counseling Program
Q & A


